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This instruction implements AFI 36-2502, Airman Promotion Program, and PSD Guide, 

Enlisted Promotions to establish procedures policies, responsibilities and management of the 

Senior Airman Below-the-Zone (BTZ) Promotion Program on Shaw Air Force Base.  Both the 

Central Base Board (CBB) and large unit selection boards will utilize the procedures outlined in 

this instruction.  This instruction requires collecting and maintaining information protected by 

the Privacy Act of 1974 authorized by 10 U.S.C. 8013, system of records notice. Refer 

recommended changes and questions about this publication to the Office of Primary 

Responsibility (OPR) using the AF Form 847, Recommendation for Change of Publication; 

route AF Form 847s from the field through the appropriate functional’ s chain of command. 

Ensure that all records created as a result of processes prescribed in this publication are 

maintained in accordance with AFMAN 33-363, Management of Records, and disposed of in 

accordance with the Air Force Records Information Management System (AFRIMS) Records 

Disposition Schedule (RDS). 
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1.  Objective. 
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1.1.  The SrA Below-the-Zone Program provides one-time consideration for early promotion 

to exceptionally well-qualified Airmen First Class. 

1.2.  Only our very best performers may be nominated for BTZ.  They must be positive role 

models for others and clearly deserve the recognition. 

1.2.1.  The unit commander will ensure that the nominee meets fitness standards and 

exemplifies the standards for appearance and conduct. Commanders and first sergeants 

will screen for past or present negative “Quality Force” indicators. 

1.2.2.  If the pool of eligibles does not include Airmen of this caliber, the BTZ quota will 

not be used by the convening authority. 

2.  Responsibilities. 

2.1.  The installation commander is responsible for the Team Shaw Senior Airman BTZ 

Program.  Furthermore, he or she establishes written administrative procedures and is the 

selection authority for small units serviced by the installation. 

2.2.  20 FSS/FSMPD will determine quotas and distribution based on 15 percent of ALL 

Airmen who meet time-in-grade (TIG) and time-in-service (TIS) requirements.  Approval 

authority for quota distribution is delegated to the MPS Chief. 

2.2.1.  Consider all individuals meeting TIS and TIG requirements to include those who 

are TDY, on leave, deployed or projected to PCS before the first processing month, and 

questionable eligibles and ineligibles. 

3.  Board Composition. 

3.1.  Central Base Board (CBB) – The CBB will have a board president and four board 

members (total of 5) and a nonvoting recorder in the grade of SrA or higher. The CBB will 

include the 20 FW/CCC (serving as board president); the remainder will be comprised of 20 

FW Group Superintendents and tenant unit Senior Enlisted Leaders, as designated by the 20 

FW/CCC. 

3.1.1.  Group Superintendents may defer their position on the CBB if they have no 

competing A1C’s. 

3.1.2.  If any Group Superintendent cannot attend the CBB, that Group Superintendent 

will find a replacement.  Use the following priority in your selection: 

3.1.2.1.  Group Chief. 

3.1.2.2.  Unit Chief. 

3.1.2.3.  Any Team Shaw Active Duty Chief. 

3.2.  Large Unit - When a large unit board convenes, it must consist of at least three voting 

members in the grade of MSgt or higher, a nonvoting recorder in the grade of SrA or higher, 

and a board president in the grade of CMSgt. 

3.2.1.  If a CMSgt is not available to the unit, another SNCO will be appointed by the 

unit’s commander to be the board president. 

 

4.  Method/Number of Nominations. 
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4.1.  Large units (7 eligible personnel or more) will receive their own quotas and make 

selections at the unit level. 

4.1.1.  Tenant units will be considered large units when they have 7 or more eligible 

A1C’s. 

4.1.2.  Large units will convene a board and follow the same procedures as the CBB. 

Boards will be conducted in a manner that ensures the process is fair, equitable, and 

provides timely promotion consideration.  Results will be maintained IAW paragraph 

9.2.5. below. 

4.2.  Small unit (6 eligible personnel or less) commanders will use the BTZ eligibility list and 

an appropriate evaluation process (e.g., a unit board,   record review, recommendations from 

supervisors/first sergeants, etc.). 

4.2.1.  All small units are authorized to nominate one A1C to the CBB.  Unit 

commanders will underline the name of the nominee on the eligibility list, sign the list, 

and return it to the 20 FSS/FSMPD by the suspense date established by the Promotions 

office. 

4.2.2.  On rare occasions, small units may have two or more extremely deserving 

Airmen, and may nominate those Airmen to the CBB for consideration.  In these cases, 

the unit commander must also submit an exception to policy (ETP) letter (Attachment 2 

and outlined in paragraph 4.2.2.1.) stating why these Airmen are exceptionally qualified 

to meet the CBB along with the fully completed AF Form 1206. NOTE: The intent is to 

push only the most deserving Airmen for consideration.  It is recommended that the 

squadron commander, if approved to submit more than one nominee, clearly stratifies 

their eligible A1Cs on the AF form 1206 for the convenience of the BTZ board. 

4.2.2.1.  The unit commander will route all ETP letters through the respective Group 

Superintendent or Senior Enlisted Leader (SEL) to 20 FSS/FSMPD with information 

supporting the request for additional nomination(s) prior to the established suspense 

date for the eligibility lists return.  Letters received after the suspense date will not be 

considered.  All ETP letters will be routed to the 20 FW/CCC for consideration.  All 

decisions are final. 

5.  CBB and Large Unit BTZ Board Procedures. 

5.1.  Commanders, first sergeants, and supervisors will take all necessary steps to ensure the 

nominees are present to meet the board (i.e., members on leave in the local area, shift 

workers). 

5.2.  CBB Procedures: 

5.2.1.  Nominees are required to physically appear before the CBB.  Individual 

exceptions will be granted for deployments or similar circumstances (i.e., emergency 

leave).  The 20 FSS/FSMPD will notify the board president regarding a nominee’s duty 

status (i.e. leave, deployed, quarters, etc.). 

5.2.1.1.  The request for exemption from the board must be coordinated through the 

respective Group Superintendent/SEL to be excused by the 20 FW/CCC.  If excused, 

nominees will receive the “average” interview score. Nominees that are not excused 

and fail to meet the board will receive zero points for the face-to- face interview 
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score. Any eligible A1C with leave scheduled prior to the announcement of the CBB 

will be excused—leave scheduled afterwards will be counted as unexcused. 

5.2.2.  The CBB will normally convene on the 3rd Monday of the quarter (Mar, Jun, Sep, 

and Dec) in order for selection updates to be processed.  In the event of exercises and 

alerts, boards will be rescheduled as required. 

5.2.3.  The 20 FSS/FSMPD will prepare electronic selection folders and upload them as a 

single PDF to the 20 FW SharePoint, in the order established in paragraph 6.1. of this 

instruction., for each board member to review 7 days prior to the CBB.  The CBB voting 

members will score each nominee following the established procedures in paragraphs 6, 

7, and 8 of this instruction. 

5.3.  Large Unit Procedures: 

5.3.1.  Large Unit Selection Boards will have nominees physically appear before the 

board. Individual exceptions will be granted for deployments or similar circumstances 

(i.e. emergency leave). 

5.3.2.  The request for exception to the Large Unit Board must be coordinated through the 

respective unit board president.  If excused, nominees will receive the “average” 

interview score. Nominees that are not excused and fail to meet the board will receive 

zero points for the face to face interview score. 

5.3.2.1.  The “average” interview score is derived from the average based upon the 

total number of members appearing before the board. For example, there are 5 

members appearing before the board with the following scores, 5, 4.5, 4, 3.5, 3. Once 

calculated, the average is 4. So, the member not appearing before the board will 

receive a 4 for his/her interview score. 

5.3.3.  If for any reason it becomes impractical for a large unit to convene a board, that 

unit must get prior approval from the CBB president or the 20 FW/CC. 

5.4.  The Board President will: 

5.4.1.  Serve as the facilitator of the board and be responsible for overseeing and guiding 

the board members in selecting SrA BTZ candidates. 

5.4.2.  Oversee board operations by being familiar with and ensuring strict adherence to 

AFI 36- 2501 and the SHAWAFBI-2502, Team Shaw Senior Airman Below-the-Zone 

Promotion Program. 

5.4.3.  Serve as final authority over selecting potential candidates and breaking any ties as 

required. 

5.4.4.  Review and approve all board member questions.  Board members will forward 

their questions to the CBB/Large Unit Board President NLT 48 hours prior to the board 

convening. 

5.4.5.  Ensure each board member receives a complete selection folder on each nominee. 

See paragraph 6.1. for selection folder document requirements. 

5.4.6.  Upon board completion, immediately ensure the return of all board member score 

sheets and selection folders to 20 FSS/FSMPD. 
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5.5.  Board Members will: 

5.5.1.  Be familiar with and ensure strict adherence to AFI 36-2501 and SHAWAFBI 36-

2502, 

Team Shaw Senior Airman Below-the-Zone Promotion Program. 

5.5.2.  Review the score sheet guidance (Attachment 10).  If there are any questions 

regarding the guidance or the score sheet, contact the 20 FW/CCCEA. 

5.5.3.  Score each nomination package individually and accordingly to their peers. 

5.5.3.1.  The scoring of packages will be under the following criteria with major 

emphasis paid to duty performance and CDC/OJT completion - assign the proper 

score(s) and ranking accordingly: 

5.5.3.1.1.  Primary Duty. 

5.5.3.1.2.  CDC Performance/OJT Completion. 

5.5.3.1.3.  Community Involvement (see score sheet). 

5.5.3.1.4.  Crossflow Activities - obligations/responsibilities outside of DAFSC 

(i.e. additional duties, BMT Dorm Chief, etc.). 

5.5.3.1.5.  Formal Recognition. 

5.5.3.1.6.  Continuing Education. 

5.5.3.1.7.  Face-to-face Interview. 

5.5.4.  Take notes during the scoring process so you are prepared to openly discuss 

scoring considerations with the board president as he/she deems necessary. 

5.6.  Nominees will meet their respective board on the day specified by 20 FSS/FSMPD and 

report 15 minutes before their allotted time. 

5.7.  Uniform for nominees and board members is service dress. 

5.8.  The board will interview and score each nominee according to the procedures outlined 

in paragraphs 7- 9. (Note:  the Board President is a nonvoting member save a dispute/tie). 

6.  Selection Folders. 

6.1.  Selection folders for CBB and Large Unit Boards must be complete and properly 

formatted to be scored.  The following items will be saved and attached as a PDF file in the 

following order: 

6.1.1.  Unit cover letter (Attachment 3). 

6.1.2.  One-page SURF (AMS) (Attachment 4). 

6.1.3.  Current Air Force Fitness Management Report (AFFMS II). 

6.1.4.  Citations or orders for decorations (PRDA or ARMS). 

6.1.5.  Current print out of the member’s ribbons in color (vMPF). 

6.1.6.  AF Form 1206 (Attachment 8). 
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6.2.  All selection folders for both large/small units will be submitted to 20 FSS/Promotions 

at 20fss.promotions@us.af.mil for a thorough review of proper documentation (suspense 

dates will be annotated by the promotions office to large/small units via email). 

6.3.  An AF IMT 1206 will be accomplished for each nominee (Attachment 8). 

6.3.1.  Headings for each category will be included in the body of the AF IMT 1206.  

There is no standard number of bullets in each category; however, the total number will 

not exceed 15.  The categories are: Primary Duty Performance/Leadership (including 

crossflow activities), Self- Improvement, and Community Involvement. Only commonly 

used acronyms should be utilized and at a minimum. Only performance and actions 

accomplished from BMT through CBB will be used on the 1206 and the scoring process. 

6.3.1.1.  Primary Duty Performance/Leadership (including crossflow activities) - 

Describe significant leadership accomplishments and how well the member 

performed assigned primary and additional duties.  Define the scope and level of 

responsibilities and the impact on the mission and unit. Include any new initiatives or 

techniques developed by the member that positively impacted the unit and/or mission.  

Incorporate results of Air Force, MAJCOM, and Numbered Air Force-level 

inspections and/or evaluations.  Provide UGT timeline comparison, number of CDC 

volumes, status of CDC volumes, and “all” CDC EOC scores when completing CDC 

and OJT portions. Do not provide VRE scores. Please provide any limiting factors for 

delay in CDC or UGT to include deployment, pregnancy, TDY, mission 

requirements, in a memo. 

6.3.1.2.  Self-Improvement - You may comment on how the member developed or 

improved skills related to primary duties; e.g., formal training, certifications, 

education related to primary duties and so forth (education taken prior to joining the 

AF should not be included).  Include completion of any professional military 

education as well as awards earned during in-residence attendance.  Include any off-

duty education not directly related to primary duties; e.g. class, course, degree 

enrollment and/or completion or grade point average. 

6.3.1.3.  Community Involvement - Define the scope and impact of the member’s 

professional leadership, image and involvement in both military and civilian 

communities. 

6.3.1.4.  Other considerations - Include awards received such as Quarterly and 

Annual Awards. Cite any other relevant training or activity that significantly 

enhanced the member’s value as a military citizen.  Include leadership, membership 

or participation in unit advisory councils, professional military organizations, 

associations and events; e.g., President of Dorm Council, enlisted dining in/out 

committees, Base Honor Guard, Sunday school teacher and so forth. 

7.  Personal Face to Face Interview Board. 

7.1.  The primary purpose of the interview board is the professional development of assigned 

Airmen and to ensure appearance is commensurate with written performance.  It is also an 

opportunity to provide feedback to the member’s supervision. As such, the member’s 

supervisor (or a designated representative from the member’s chain of command in the event 

of the supervisor’s absence) will accompany the eligible member.  Service dress is required 

mailto:20fss.promotions@us.af.mil
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for all parties involved.  A GSU is not exempt from this policy and may attend via video 

teleconference only after all reasonable efforts to attend in-person have been exhausted. 

7.1.1.  There are three areas that are evaluated during the interview: 

7.1.1.1.  Dress and Appearance. 

7.1.1.2.  Military Bearing. 

7.1.1.3.  Communication Skills. 

7.1.2.  Each board member will prepare two questions for the nominee and will score 

based on the nominee’s answers. 

7.1.2.1.  The questions will be from the following 4 categories: 

7.1.2.1.1.  Board President - Applicant’s AF Form 1206. 

7.1.2.1.2.  Board Member 1 - Leadership (AFPAM 36-2241, Professional 

Development Guide). 

7.1.2.1.3.  Board Member 2 - Enlisted Force Structure (AFI 36-2618, The 

Enlisted Force Structure). 

7.1.2.1.4.  Board Member 3 - Enforcing Standards (AFPAM 36-2241, 

Professional Development Guide). 

7.1.2.1.5.  Board member 4 - Current Events. 

7.1.2.2.  Current Event will be based on current information from the Air Force 

Portal, Roll Calls, base newspapers, Air Force Times, or Airman Magazine. 

7.1.3.  Overall Face-to-face Interview Assessment.  The overall interview assessment will 

be based on several factors to include (not all-inclusive): 

7.1.3.1.  Military Bearing. 

7.1.3.2.  Uniform (Standard Compliance). 

7.1.3.3.  Well Spoken/Articulate. 

7.1.3.4.  Confidence/Accuracy of Responses. 

8.  Scoring Scale/Selection Phase. 

8.1.  Scores will be based on the scale outlined in Attachment 11. All scores, to include the 

Board President, will be maintained by the Board Recorder.  The 20 FSS/FSMPD 

Promotions Office will populate the score sheet entry fields with data from the source 

documents provided by each board member. 

8.2.  Score disparity involving two board members:  At times the board president will be 

required to resolve a scoring tie or scoring disparity.  Under these circumstances the board 

president will lead a line-by-line open discussion until the board members reconcile the 

dispute. The Board President will follow the dispute process outlined in Attachment 12. 

 

9.  Reporting Board Results. 
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9.1.  CBB Procedures: 

9.1.1.  The 20 FSS/FSMPD will prepare board minutes immediately following the CBB 

for 20 FW/CCC and 20 FW/CC approvals. 

9.1.2.  The 20 FW/CC may approve the board’s merit list (in whole or in part) or 

disapprove the promotion of an Airman whose record does not justify BTZ promotion.  

The 20 FW/CC may elect not to use the full quota. 

9.1.3.  The 20 FSS/FSMPD will maintain the CBB copies of Minutes Memorandum, the 

BTZ eligibility list, the board minutes, and the selection folders (See Para 6.1.) for one 

quarter.  This is in the event that the board needs to reconvene due to a supplemental 

consideration or an alternate selection. 

9.2.  Large Unit Procedures: 

9.2.1.  The Board President sends written minutes to the convening authority with an 

order of merit list of all Airmen considered. 

9.2.2.  The 20 FW/CC may approve the board’s merit list (in whole or in part) or 

disapprove the promotion of an Airman whose record does not justify BTZ promotion.  

The convening authority may elect not to use the full quota. 

9.2.3.  A copy of the minutes must be sent to the 20 FSS/FSMPD within 3 duty days of 

the Large Unit board. 

9.2.4.  Large units will maintain copies of Minutes Memorandum, the BTZ eligibility list, 

the board minutes, and the selection folders (See Para 6.1) for one quarter. This is in the 

event that the board needs to reconvene due to a supplemental consideration or an 

alternate selection. 

9.3.  The 20 FSS/FSMPD Promotions office will release results for Large and Small Units 

once the CBB/Large Unit selections have been approved by the respective convening 

authorities. The 20 FSS/FSMPD will notify unit commanders, chiefs, and first sergeants of 

the CBB and large unit results for public release. 

9.4.  The 20 FSS/FSMPD will project promotions immediately upon confirmation of 

selections from the 20 FW/CC for the CBB and the large unit commanders.  This must be 

accomplished prior to the end of the board month. 

10.  Alternate Selection. 

10.1.  Alternates may be selected in the event a selectee is removed or not recommended for 

promotion before the promotion effective date. 

10.1.1.  If necessary, the 20 FSS/FSMPD will review board minutes to determine who the 

first alternate is and notify the commander of that individual.  If the commander 

recommends the alternate for promotion, he/she forwards a letter to the 20 FSS/FSMPM 

for the concurrence of the 20 FW/CC. 

11.  Supplemental Consideration. 

11.1.  If an eligible Airman was not considered, and the error is discovered before the 

promotions are announced, the CBB will be reconvened to consider small unit eligibility and 
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adjust selections accordingly.  Large unit commanders will consider the Airman and adjust 

selections accordingly. 

11.2.  If the error is found after the promotions are announced, the 20 FSS/FSMPD will 

forward a request for supplemental consideration, by message, to HQ AFPC. 

 

STEPHEN F. JOST, Colonel, USAF 

Commander 
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ATTACHMENT 1 

GLOSSARY OF REFERENCES AND SUPPORTING INFORMATION 

References 

AFI 36-2502, Airman Promotion and Demotion Programs, 12 Dec 2014 

AFI 36-2618, The Enlisted Force Structure, 27 Feb 2009 

AFI 36-2903, Dress and Personal Appearance of Air Force Personnel, 18 Jul 2011 

AFMAN 33-363, Management of Records, 1 Mar 2008 

AFPAM 36-2241, Professional Development Guide, 1 Oct 2013 

PSD Guide, Enlisted Promotions, 21 May 2015 

Prescribed Forms 

No prescribed forms are implemented by this publication. 

Adopted Forms 

AF Form 847, Recommendation for Change of Publication 

AF IMT 1206, Nomination for Award 

Abbreviations and Acronyms 

A1C—Airman First Class 

BTZ—Below-the-Zone 

CBB—Central Base Board 

CCC—Office of the Command Chief Master Sergeant 

CCM—Command Chief Master Sergeant 

CDC—Career Development Courses 

CFETP—Career Field Education and Training Plan 

EPR—Enlisted Performance Report 

GSU—Geographically Separated Unit 

MPS—Military Personnel Section 

PCS—Permanent Change of Station 

FSS—Force Support Squadron 

SEL—Senior Enlisted Leader 

SrA—Senior Airman 

TDY—Temporary Duty 

UGT—Upgrade Training 

VRE—Volume Review Exercise 
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ATTACHMENT 2 

EXCEPTION TO POLICY LETTER EXAMPLE 

Figure A2.1.  Exception to Policy Letter Example. 
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ATTACHMENT 3 

UNIT COVER LETTER EXAMPLE 

Figure A3.1.  Unit Cover Letter Example. 
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ATTACHMENT 4 

ONE-PAGE SURF EXAMPLE 

Figure A4.1.  One-Page SURF Example. 
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ATTACHMENT 5 

AFFMS II EXAMPLE 

Figure A5.1.  AFFMS II Example. 
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ATTACHMENT 6 

CITATION EXAMPLE 

Figure A6.1.  Citation Example. 

 
 



SHAWAFBI36-2502  28 JANUARY 2016   17  

ATTACHMENT 7 

RIBBON PRINT-OUT EXAMPLE 

Figure A7.1.  Ribbon Print-Out Example. 

 
 



  18  SHAWAFBI36-2502  28 JANUARY 2016 

ATTACHMENT 8 

AF FORM 1206 EXAMPLE 

Figure A8.1.  AF Form 1206 Example. 
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ATTACHMENT 9 

BTZ SCORE SHEET GUIDANCE 

Figure A9.1.  BTZ Score Sheet Guidance. 
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ATTACHMENT 10 

PACKAGE SCORE SHEET EXAMPLE AND FACE-TO-FACE SCORE SHEET 

EXAMPLE 

Figure A10.1.  Package Score Sheet Example. 

 

Figure A10.2.  Face-to-Face Board Score Sheet Example. 
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ATTACHMENT 11 

SCORING SCALE 

Figure A11.1.  Scoring Scale. 

 
 



  22  SHAWAFBI36-2502  28 JANUARY 2016 

ATTACHMENT 12 

DIPSPUTE PROCESS 

Figure A12.1.  Dispute Process. 

 

At times the board president will be required to resolve scoring ties, scoring disparity and scrambled 

scores.  All of these examples create a dispute situation. Under these circumstances the board 

president will lead a line-by-line open discussion until the board members reconcile the dispute.  

When necessary, the Board President will implement his vote. 

A scoring tie occurs when one package, for example, receives (#1, #1, #2, #2) for a total of “6” 

votes and a second package receive (#2, #2, #1, #1) for a total of “6” votes.  The board president 

must implement dispute process to break tie. 

Example of a SCORING TIE: 

#1 package:  1
st
, 1

st
, 2

nd
, 2

nd 
= 6          (tie) 

#2 package:  2
nd

, 2
nd

, 1
st
, 1

st 
= 6          (tie) 

#3 package:  3
rd

, 3
rd

, 3
rd

, 3
rd 

= 12 (third) 

#4 package:  4
th

, 4
th

, 4
th

, 4
th 

= 16 (fourth) 

A scoring disparity occurs if the majority of the board is within an acceptable range (#1, 

#2, #1) and one voting member ranks an individual as their (#4). The board president must 

implement the dispute process to determine the cause of inconsistency. 

Example of a SCORING DISPARITY: 

#1 package: 1
st
, 1

st 
, 2

nd
, 4

th 
= 8 

#2 package: 2
nd

, 2
nd

, 1
st
, 2

nd 
= 7 

#3 package: 3
rd

, 3
rd

, 3
rd

, 3
rd 

= 10 

#4 package: 4
th

, 4
th

, 4
th

, 1
st 

= 10 

Scrambled scoring occurs when multiple packages receive a wide range of votes and there 

is no consistency. The board president must implement the dispute process to determine the 

cause of inconsistency. 

Example of a SCRAMBLED SCORING: 

#1 package: 1
st
,  1

st
, 4

th
, 3

rd 
= 9 

#2 package: 2
nd

, 2
nd

, 3
rd

, 4
th 

= 11 

#3 package: 3
rd

, 4
th

, 2
nd

, 1
st 

= 10 

#4 package: 4
th

, 3
rd

, 1
st
, 2

nd 
= 10 
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